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General Information

Task Process Information

When you update an Express PO that has been dispatched, you create or append a change order in
GEARS. Additions, deletions, and/or changes to an Express PO line or schedule will create a change
order. Updates to an Express PO may include things such as:

e Increase price/amount or quantity
Creating a Change Order for
an Express Purchase Order e AddalinetoaPO, OR

e Change distribution or shipping information

NOTE: Changes to Express POs may require that the Express PO be (1) resubmitted for approval;
(2) budget checked; and (3) Dispatched.

GEARS Navigation

Purchasing > Purchase Orders > Add/Update Favorites » ManMenus > Purchasingv » PurchaseOrders» »  Add/Update Express POs
Express POs

1.0 Process

This document is intended to provide a quick reference to completing standard transactions within GEARS.

STEP ACTION DETAILS

1. Locate the existing Express PO that you Express Purchase Order
want to update by selecting the "Find
an Existing Value" Tab. Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value
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Creating a Change Order for an Express Purchase Order

2. Enter the PO number or enter fields in Express Purchase Order
the search criteria Enter any information you have and click Search. Leave fields blank for a list of all values.
.
Find an Existing Value Add a New Value
Search Criteria
In this example, PO ID 0000061153 is Business Unit MDJUD Q
PO ID[begins with ~J/0000061153 x]
entered. Purchase Order Date|= ~ [5)
PO Status|= M v
Short Vendor Name [ begins with v Q,
Vendor ID{egins wih ] a
Vendor Name begins with Q,
Buyer[begins with v| Q
Buyer Name| begins with v Q,
PO Type[= ~ v
Purchase Order Reference|begins with V'
Hold From Further Processing O
[ case sensitive
Search Clear | Dasic Search & Save Search Criteria
. . Search
Click the button.
“« ” Express Purchase Order
4a. | For “Amount Only” Express POs —
Purchase Order
Business Unit MDJUD PO Status Dispalched AE X
NOTE: Steps 4a through 4e allow you to POID 0000061153 Budget Status Valid
Copy From [ Hold From Further Processing
change the amount of the Express PO. .
eader (7
“ =PQ Date 02/21/2017 ]  wendor Search
The Express PO MUST be “Amount venior BRI S Backorder Status  Not Backordersd Creste BackOrder
” f )
Only” to change the amount. Click on endor 1D 0000013507 SHURAING Receipt StatusRecoived
“Dispatch Method [Pint______ | Dispatch
. ol s . *Buyer [FIELD_BUYER
the Line Details icon to confirm. U ARSI G
Header Details Activity Summary Merchandise 3,000.00 Cacuis
PO Defaults /dd Comments FreightTaxMisc 0.00
PO Activities Add ShipTo Comments Total Amount 300000 USD
Requisitions Document Status Encumbrance Balance 300000 ysD
~ Actions
Add ltems From (2 Select Lines To Display (2
Catalog Item Search Search for Lines
Purchasing Kit Line Q To Q| Retrieve
Lines (2 Find  First (101 & Last
Li Item Description POQly *UOM  Category Merchandise Amt  status
: Food Senvices Judilary 5 g 10000 [EA | [paot qQ 300000 approves E EIE
213 characlers remaining
Schedules Find  First & 1of1 &) Last
Sched “DueDate  *ShipTo PO Qty Price Merchandise Amt Status *Distribute by
1 B 02012017 | JIS-MAIN 1.0000 3,000.00000 3,00000 Active ] =
Distributions Personalize | Find | Viewall| 1] ER  First 0 101 & Last
Chartfields || DefaisiTax | Asset Information | Req Detail | Statuses || Budget Information
Dist Status Percent Merchandise Amt Curr  *GL Unit f"’;" PCA Fund *Account Program RDproR  Appropy
1 Open 100.0000] 300000/USD  [MDJUD |@ [c25 |@ [s0001 @, [0001]@ D40t B009 | [ADDOS|Q [AYV2017
< >
Expand All Collapse All
View Printable Version View Approvals Goto  More
Under the Attributes section:
Confirm that the Amount Only checkbox is turned on.
Attributes
Physical Nature | Goods v
*Price Qty | Schedule Quantity ~|
*Price Date | PO v|
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Creating a Change Order for an Express Purchase Order

4b.

For “Amount Only” Express POs —

Express Purchase Order

On the Purchase Order screen,

Express Purchase Order
Purchase Order

Business Unit MDJUD
POID 0000061153

Header (7
*PO Date 02/21/2017 @

Vendor Search

Backorder Status Not Backordered

PO status Dispatched AE X
Budget Status  Valig

[JHold From Further Processing

A system message will display noting
that the action will create a change
order. To proceed with the change,

click the button.

NOTE: If you select the No
button, the system will not accept your
changes and the field will remain
unchanged.

This action will create a change order. Continue? (10200,27)

enter the amount change on the PO “Vendor SHURAING-001 Vendor Detais Create Backoncer
line «vendor 10 0000013507 SHURAING Receipt Status Received )
' ~Buyer FIELD_BUYER “Dispatch Method [Frint ] Depaich
PO Reference (Catering Services Amount Summary (2
Header Details Activity Summary Merchandise 3,000.00 Cacuhe
PO Defauits Add Comments Freight/Tax/Misc 0.00
. . PO Activities Agd ShipTo Comments Total Amount 3,00000 USD
In this example, the PO Line 1 was Requisitions Document Status Encumbrance Balance 300000 ysD
R ~+ Actions
Increased from $31000'00 to $31500'00' Add Items From (7 Select Lines To Display (7
Catalog Item Search Search for Lines
Purchasing Kit Line a To @] Retrieve
Lines (2 Find  First 4 10f1 & Last
Line Item Description POQly *uoM  Category Merchandise Amt  status
- ~ = E[E
LB Food Sorvios Judciary Tl ® 10000 [EA | [o401 AW’WE .
213 characters remaining
Expand Al Collapse Al
View Printable Version View Approvals Goto _ More . [~
“ 2
4c. For “Amount Only” Express POs —
. & Save
Click the '©52*® putton.
“ 2
4d. For “Amount Only” Express POs — Message

The action that you are taking will cause the system to create a change order. If you do not want fo create a change order, then you cannot perform the action at this time

Yes No

4e.

For “Amount Only” Express POs —

If the PO saves successfully, the PO
Status changes from ‘Dispatched’ to
either ‘Approved’ or ‘Pending
Approval’ (depending upon the total
dollar amount of the PO), and the
Budget Status changes from ‘Valid’ to
‘Not Chk’d’.

**Skip to Step 8 to continue processing
the Change Order for the Express PO
amount change.

Express Purchase Order
Purchase Order

Business Unit MDJUD
PO ID_0000061153

Change Order 1

Tomy From
Header (7
*P0O Date 02/21/2017 B

*vendor SHURAINC-001
*Vendor ID 0000013507
*Buyer FIELD_BUYER
PO Reference Catering Services

Header Details

Vendor Search
‘Vendor Details
SHURA INC

Activity Summary

PO Defaults Add Comments
PO Activities Add ShipTo Comments
Requisitions Document Status
~ Actions
Add ltems From (2
Catalog ltem Search
Purchasing Kit
Lines (2
Line Item Description
= Food Services Judicial o
1 B &
[E]
213 characters remaining
Expand All Collapse All

View Printable Version View Approvals

PO Status  Pend AE X
Budget Status  Not Chk'd li=g

[ Hold From Further Processing

Receipt Status Partial

*Dispatch Method

Amount Summary (7

Calculate

Find First (4 101 &) Last

Merchandise 3,500.00
Freight/Tax/Misc 0.00
Total Amount 3,500.00 USD
Encumbrance Balance 3,00000 USD
Select Lines To Display (7
Search for Lines
Line Q To Q| Retrieve
POQly *“UOM  Category Merchandise Amt  status
1.0000) EA 0401 3,500.00
@ 2 Pending
Goto ... More ..

@ﬂj
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Creating a Change Order for an Express Purchase Order

u“ H ”
5a. For “Quantity-Based” Express POs —
Express Purchase Order
h h 5f all Purchase Order
NOTE: Steps Sat roug Sf allow you to Business Unit MDJUD PO Status Dispatched AE X
H H POID 000DD53457 Budget Status  Valid
change the quantity or price of the udget Status. val
Copy From [IHold From Further Processing
Express PO. Hoader (2
*PO Date 09/29/2016 [  Vendor Search
H H Backorder Stafus  Not Backordered
The Express PO MUST be distributed by Vendor[SCONEORMAD | vt et ackorder Satus et Sackordere Creae BakOrder
Quantity” to change the quantity or “Vendor 10 0000005760 RUATION TECHN Recot Stalus. Not Feevd —
H “Buyer FIELD_BUYER “Dispatch Method [Pint______~/] Dispatc
price. 0 Reference Amount Summary (7
Header Details Activity Summary Merchandise 968.78 RS
PO Defaults Edit Comments. Freight/Tax/Misc. 0.00
. . PO Activities Edit ShipTo Comments Total Amount 9878 USD
In th|s example’ PO ID 0000059457 IS RSQU:II‘IOHS Document Status Encumbrance Balance 96878 USD
+ Actions
Selected and the PO Quantlty W|" be Add Items From (2 Select Lines To Display (7
H Catalog ltem Search Search for Lines
Increased' Purchasing Kit Line Q To Q| Retrieve
Lines (7 Find  Fist (¥ 1-80f8 ) Last
Line  Item Description POQly *UOM  Category Merchandise Amt  status
LB Leviton 4-Port Fumniture FP Ivory [Zg2, 500000 EA | (0226 Q 129000 approves B ®E
221 characters remaining
Schedules Find  First (4 1of1 @ Last
Sched “DueDate  “ShipTo PO Qty Price Merchandise Amt Status “Distribute by
1 Ry [p9r29r016 | [S-MAIN 50.0000 2.58000 129.00 Active 5 E=
. Express Purchase Order
«“, ”
5b. | For “Quantity-Based” Express POs Purchase Order
Business Unit MDJUD PO Status ~ Dispatched A x
Express Purchase Order POID 0000059457 Budget Status Valid
Copy From [JHold From Further Processing
On the Purchase Order  gcreen, enter
Header (7
the quantlty Change on the PO line. “PO Date [09/29/2016 [l Vendor Search
Backorder Status Not Backordered
~Vendor |SCDINFORMA-0D1 Vendor Detale Create BackOrder
. ; Receipt Status Not Recvd
In this examp|e’ the PO Qty was Vendor ID 000D0S760 SCD INFORMATION TECHNOLOGY LLG o —
) -Buyer FIELD_BUYER ispatch Method Dispat
increased from 50 to 60. or Amount Summary 2
eference
Header Details Activity Summary Merchandise 96378 Caiuae
PO Defaults Edit Comments. Freight/Tax/Misc. 0.00
PO Activities Edit ShipTo Comments Total Amount 96878 USD
Requisitions Document Status Encumbrance Balance 96878 USD
~ Actions
Add Iltems From (7 Select Lines To Display (7
Catalog Item Search Search for Lines
Purchasing Kit Line Q To Q| Retrieve
Lines (2 Find  Fist (U 1-80f8 (& Last
Line  ltem Description POQy “UOM  Category Merchandise Amt  status
DB Leviton 4-Port Fumiture FP Ivary (20, EA D926 Q 120000 ppproves B =

5c. For “Quantity-Based” Express POs —

Click the E‘ﬂ?’i button.

5d. For “Quantity-Based” Express POs — Message

This action will create a change order. Continue? (10200,27)

A system message will display noting

that the action wi" create a change The action that you are taking will cause the system to create a change order. If you do not want to create a change order, then you cannot perform the action at this time.
order. To proceed with the change, ves No
. Yes
click the button.
Mo

NOTE: If you select the

button, the system will not accept your
changes and the field will remain
unchanged.

Page 4 of 9



Creating a Change Order for an Express Purchase Order

Se.

For “Quantity-Based” Express POs —

Once the quantity has been changed, it
is now possible to change the price (if
needed). If a price change is not
needed, skip this step.

Express Purchase Order
Purchase Order
Business Unit MDJUD

POID 0000059457
Change Order 1

Header (7
*PO Date 09/29/2016 Eﬂ

*vendor SCDINFORMA-001

=vendor |D 0000005760

PO Status  Approved
Budget Status Not Chk'd ﬂa

AB X

[JHold From Further Processing

Vendor Search

Vendor Details
SCD INFORMATION TECHNOLOGY LLC

Receipt Status Not Recvd

Express Purchase Order “Buyer |FIELD BUVER “Dispatch Method Disosich
On the Purchase Order  screen, 7o feterence e
> Header Details Activity Summary Merchand?se 994 58 Cakuate
expand the Schedule Section, and enter PO Defauits Edit Comments FreightTax/Wisc. oo
PO Activities Edit ShipTo Comments Total Amount 994.58 USD
the price change on the PO Iine' Requisitions Document Status Encumbrance Balance 963.78 USD
« Actions
Add ltems From (7 Select Lines To Display (2
Catalog Item Search Search for Lines
In this example, the Price was Purcrasng Kt une[Ja To[ Ja Reweee
. Lines (7 Find First ‘4 1-80f8 ‘»/ Last
increased from 154.80 to 164.80. Line item Description POQy *UOM  Category Merchandise Amt  status
D DB Leviton 4-Port Furniture FP fvory g 600000 EA | (0926 Q 00 ppproves B EHE
]l Sa\'e 221 characters remaining
H LI Schedules Find First & 10f1 & Last
CIICk the bUtton' Sched  *Due Date *$hip To “PO Qty Price  Merchandise Amt Status “*Distribute by
1 B o001 [HUIS-MAN @ 60.0000 2 58000/ 16220 Jactve Quanty | B =1
5f. For “Quantity-Based” Express POs — Express Purchase Order
Purchase Order
Business Unit MDJUD PO Status  Approved AB X
If the PO saves successfully, the PO POID 0000053457 el
Status changes from ‘Dispatched’ to -~ ,
pyFrom[ ] [IHold From Further Processing
either ‘Approved’ or ‘Pending Header (2
Approval’ (depending upon the total PO Date (197252015 Vendor Search
doll fth dth “Vendor |SCDINFORMA-0D1 Vendor Details
ollar amount of the PO), and the “Vendor ID 0000005760 SCD INFORMATION TECHNOLOGY LLG Receipt Status Not Recvd
. “Dispatch Metho o Dispatch
Budget Status changes from ‘Valid’ to “Buyer|FIELD_BUYER P gL L
mount Summary (2
{ 2.4 PO Reference
Not Chk'd’. Header Detals Activity Summary Merchandise 1oossa Calcuiate
PO Defaults Edit Comments Freight/Tax/Misc. 0.00
PO Activities Edit ShipTo Comments Total Amount 1,004.58 USD
Requisitions Document Status Encumbrance Balance 968.78 USD
**Skip to Step 8 to continue processing
the Change Order for the Express PO
quantity/price change.
6a. For both “Quantity-Based” and Express Purchase Order
“ ” Purchase Order
Amount Only” Express POs Business Unit MDJUD PO Status  Approved Al X

NOTE: Steps 6a through 6h allow you
to add a line to the Express PO.

In this example, PO ID 0000055489 is
selected.

Express Purchase Order

On the Purchase Order  gcreen, click

the plus sign button in the Lines
section.

POID 0000053457
Change Order 1

Cony From
Header (7
*PO Date 09/29/2016 ]

*Vendor SCDINFORMA-001

*yendor ID 0000005760

Budget Status  Not Chikd lizg

I Hold From Furthe:

Vendor Search

Vendor Detalls
Receipt Status Not Recvd

r Processing

i Dispaten
“Buyer FIELD_BUYER Dispatch Method [FTN___ v] o
7
O Reference Amount Summary (7
Header Details Activity Summary Merchandise 1,004.58 R
PO Defaults Ecit Gomments Freight/Tax/Misc. 000
PO Activities Edit ShipTo Comments Total Amount 100458 USD
Requisitions Document Status Encumbrance Balance 96878 USD
~ Actions
Add ltems From (2 Select Lines To Display (7
Catalog liem Search Search for Lines
Purchasing Kit Line Q. To @ Refrieve
Lines (7 Find  First (4 1-gofg () Last
Line Item Description POQly ‘UOM  Category Merchandise Amt  Status
LB Leviton 4-Port Furniture FP lvory (T8, 600000, [EA 0926 Q| 184800 ppproves Y E:l

221 characters remaining
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Creating a Change Order for an Express Purchase Order

a“" H ” e Il
“Amount Only” Express POs —
=i
Confirm the number of rows to be — — S
. er number of rows to add:
added. If one row is to be added, leave Cancel |
the default, ‘1’ in the field.
(] |
In this example, only one row will be
added to the Express PO.
6c. For both “Quantity-Based” and “Amount Only” Express POs —
. oK
Click the —l button.
" H ”
6d. | For both “Quantity-Based” and Message
“Amount Only” Express POs —
A system message will display noting This action will create a change order. (10250,178)
that the action will create a change
order. To proceed with the change, This PO has been dispatched, add/delete/ichange a line or schedule will create a change order.
click the button.
«“, H ” Lines (2 Find First ‘4 1-20f2 M Last
Ge' For bOth Quantlty-Based and Line Item Description POQly *UOM  Category Merchandise Amt  Status
“Amount Only" Express POs — Y Catering Novemper 152016 {8, 10000 |AMT | [0401 Q| WO approves B EIE
[ OB e - 3 Cl o9y g ==
Express Purchase Order — - Fenana
on the purchase Order screen’ the 254 characters remaining
new PO line is added. In this example, this PO had 1 PO line and a 2" line was added.
« . ” - 2 Find  First (4 12072 ) Last
Gf' For bOth QuantltY'Based and Line Item Description POQty *UOM  Category Merchandise Amt  statys
“Amount Only" Express POs — LB Catering November 152016 (08, 10000 [AMT | (0401 Q) 30000 approves B EIE
229 characters remaining
. = S I— A e,
Express Purchase Order &
254 characters remainin;
On the Purchase Order screen: ! Find  Fist 4 10f1 (& Last
Sched  *Due Date *ship To *PO Qty Price Merchandise Amt Status *Distribute by
The following are required fields: ooeE s B * e
. . Personalize | Find | View Al | @] B Fist (0 10f1 () Last
d LlneS: Descrlptlonl PO Qty; UOM, Chartfields || DefailsiTax | AssetInformation || ReqDetail || Statuses | Budget Information
Cate gory. Dist Status Percent PO Qty Merchandise Amt Curr  *GL Unit 23;5" PCA Fund  “Account Program il
1 Open 0.000 MDJUD |Q [C25 |@ [12013]Q [3003|Q, @ [Too01 Q_ [A0012

e Schedules: Due Date, Ship To,
Price/Merchandise Amt.
NOTE: If UOM on the line is
anything other than “AMT”, enter
the unit price in the “Price” field,
else enter the amount in the
“Merchandise Amt” field.

e Distributions: Account, Batch Agy,

Fund, Program, Approp #, Approp
Yr & PCA.

>

For additional information of how to complete a PO Line, refer to the Tip

Sheet, Creating an Express Purchase Order on the GEARS website

(http://mdcourts.gov/gears/pdfs/tipsheetcreatingexpresspo.pdf)
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Creating a Change Order for an Express Purchase Order

6g. For both “Quantity-Based” and “Amount Only” Express POs —
. =l
Click the %38 | putton.
a“" H ”
6h. Eor both Qua:ltlty Based” and (PO Status Agprwecﬂ
Amount Only” Express POs —
(Budget Status Mot Chik'd)
If the PO saves successfully, the PO
Status changes from ‘Dispatched’ to
H { ’ 4| H - - - .
either ‘Approved’ or ‘Pending **Proceed to Step 7 to continue processing the Change Order for adding a line
Approval’ (depending upon the total to the Express PO.
dollar amount of the PO), and the
Budget Status changes from ‘Valid’ to
‘Not Chk’d’.
7a. | To associate your new PO lines witha | "= * : e B A
ine em Description POQty *uOM  Category Merchandise Amt  sgatus
Contract (if necessary) - "R Food Servees odoy 0 1000 A | [0t Q3OO poes B HE
213 characters remaining
. . . ) Food Services Judiciary C BT 1.0000 EA 0401 Q 500.00 o =l
Associate your new PO lines with a : F G O > oorona
Contract (if necessary) by clicking on
the &,
7b. | To associate your new PO lines with a Gontract Search
Contract (if necessary) - T
. SetlD AR Vendor SetlD SHARE
Enter the Contract ID and then click mm. o VendorID 00093557 shua G
Search Contract Style Q ltem SetlD SHARE
Contract Process Option \ vl Item ID Q
. . Description Item Description [Food Services Judiciary Grants Conferency|
Select the contract by clicking on the Mastor Contract 1D a Category [pa01 Q
Iz . QK Contract Reference Type Corporate Contract| /|
and then click PO Date 02/21/2017
Now the PO line is associated with the Cear
Contract. Contract Details Personalize | Find | View All \I E First ‘& 1of{1 &
Item Detail Contract Reference Contract Detail
Contract Contract
Select Contract ID Version Reference Category Item 1D Item Description Contract Base Price Use Confract Bas:
Type
K16-0064-25 1 Cat Cnirct 0401
Cancel Refresh
L. General Express PO comments/attachments:
8. To add additional comments or P /
supporting attachments: e click the Add Gommenis Header link.
e select a group to display your comments to.
Comments Find | View All First ‘4 10f1 & Last
Use Standard Comments Comment Status Active R T D [+]
e
[ send to Supplier [ show at Receipt
[] Show a_t Voucher DApprovaI Justification
Associated Document
Attachment Aftach View Delete Email
Line specific comments/attachments:
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Creating a Change Order for an Express Purchase Order

o click the @ icon to the right of the Express PO Line.
e select a group to display your comments to.

Comments Find | View Al First ‘4 10f1 & Last
Use Standard Comments Comment Status Active TR [+]
el

[ send to Supplier [ show at Receipt
[ Show at Voucher ] Approval Justification

Associated Document

Attachment Attach Email

Click the /%3¢ | pytton.

9. NOTE: You cannot move forward with NOTE: Only upon an “Approved” PO Status will you be able to run the Budget

the remaining steps unless the Express | Check process by clicking the Budget Check icon q.
PO is in “Approved” status.

(PO Status  Approved)
Budget Status Not Chk'd @

Budget Check your Express PO.

NOTE: Onl “A ”Pp “Valid” B ill

10. Dispatch your Express PO. OTE: Only upon an “Approved” PO Status and a “Valid” Budget Status will you
be able to run the Dispatch process by clicking the'oseen pytton.

Dispatching your Express PO is required in order to Receive and Voucher against

the Express PO.

*Dispatch Method | Print v | Dispatch

NOTE: The Dispatch Method defaults to “Print” but can be changed to “Email”
for those vendors who have an email address associated with their vendor

information on the Vendor Master File maintained by DBF.

*Dispatch Method | Email w Dispatch

11, Confirm the Dispatch Options & Dispatching via the “Print” method will display the following Dispatch Options.

complete your Express PO. Dispatch Options

Help

Use One Ship To Ship To JIS - MAIN

Dispatch Options

NOTE: Y. lick “No” h h Fax Cover Page [ Test Dispatch

o oucan C.Ic 0" rather than (] Print BU Comments
waiting for the Dispatch process to Server Name | Q Print Duplicate on PO
complete, however you will have to look *Output Destination Type O Print Changes Only
up your Express PO to view the I Print PO Item Description
Dispatched status. Output Destination Format LI print Copy

Template ID &}
oK Cancel Refresh
OK

There is no need to alter these options, just click the button, then

select &

. on the pop-up message to wait for the Dispatch process to

Page 8 of 9



Creating a Change Order for an Express Purchase Order

complete. Waiting for this process to complete will allow you to view the

Express PO status as Dispatched.

12. Your Express PO is complete. You will see the PO Status as “Dispatched” when the Dispatch process

completes.

PO Status Dispatched
Budget Status valid

NOTE: The Express Purchase Order must have these statuses to be received and

vouchered against.

13. Once Dispatched, you can review the PDF version of the Express Purchase Order in your Report Manager under the

Administration Tab. Navigation: Reporting Tools > Report Manager

Favarites - | Main Menu - > Reporting Tools » > Report Manager |

ORACLE’

List Explorer Administration Archives

View Reports For

User ID LYNN.WOYTKO | Type Last v 1 Refresh
satis[ V] Foder ] instance t

Report List Personalize | Find | View All | | ] First ‘&' 1-100f 10 ‘®/ Last

Select :Tjepnrt I|:1r:tznce Description E:ge?;?rtne Format  Status Details

02/2172017  Acrobat

4£44:45PM  (-pap Fosted  Details

1143748 1192834 PC_DISPATCH - PO DISF’ATCH.D@

Text
1143746 1192836 Comm. Cntrl. Budget Processor 325310{32:; Files Posted Details
o (*-txt)

@ End of Document

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer to the

appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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